CALIFORNIA CHILDREN AND FAMILIES COMMISSION NEW PARENT KIT
ON-LINE ORDERING SYSTEM (KOS) USER’S GUIDE

California Children and Families Commission (CCFC) in partnership with the Office of State Publishing
(OSP) has developed the California Children and Families Commission New Parent Kit On-Line Ordering
System or KOS for short. This document is intended to provide a brief overview of the processes and
functionality of KOS. KOS will provide the user with the ability to order, modify or cancel, and view orders
associated with the user’s county. To begin using KOS, you must: (1) be selected by a county commission to
authorize/place orders for county partners and (2) receive an e-mail notification (See Figure I) from CCFC
Admin stating your system password. The initial password is randomly generated. If the user wishes, the
password can be changed at a later time.

(NOTE: The password that is issued to a user must be limited to Authorized Personnel Only. Any
unauthorized usage of a user’s password to order kits is the sole responsibility of the user’s county
commission and will affect the county’s kit allocation.)

Figure 1—E-Mail Notification of Password

2 Your password request for CCEC - Microsoft Internet Explorer
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From: CCFC Admin [SMTP:ccfe. admin@des ca.gov]

To: tick ashelli@dgs ca.gov

Cc:

Subject: Your password request for CCFC

Sent: 510403 2:45 P Dnportance: Hormal

Dear Customer,

Tour request for the password has been processed
Tour password 15 x9531tgbn

Please click on the hyperlink to logon to the system

httpffwrwrw. cofcorders. dgs. ca govilogin asp

Thanks
CCFC Admin

@;I] javascript: parent.openbewiwindow'/exchange/maovcpy root. asp?msgid=00000000 C0989F6207 7FDE2 1 1 A6990005CT 2454 FE07009729BC4C550401 11 A6 & Internet

Users can access KOS at http://www.ccfcorders.dgs.ca.gov/ (Figure 2). The user will be asked to supply an
Email Address, which is the user’s e-mail address, and their KOS supplied password.
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Figure 2—Signing On
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@s Wielcome ta the CCFC Kit Online Ordering

Please enter vour e-mail address and password to sign in to the system.

Emnail Address |rick.asbel|@dgs.ca.gov |

Passward |---------| |

Forgot your password?

&] Done #® Internet

If the user forgets their system password, the user can click on the Forgot your password? (Figure 3) link
and receive an e-mail notifying them of their password.
Figure 3—Forgot your password?
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CCFC

s Request for Password
If you forgot your password, please enter your E-mail address below. Our automated system will send

you an E-mail with your password.

Back to Home Page
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Once the user has successfully signed on, the user will be routed to the Welcome Page (Figure 4).

Figure 4--Welcome
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Cancel Order Request
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Change Password
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Sign Off

&] Dore B Internct

On the Welcome page, there are many links that a user can choose from. Clicking on the

CCFC Home Page will route the user to the California Children and Families Commission website at
http://www.ccfc.ca.gov/kit.htm (Figure 5). This website is the primary source of information for items
such as the content of the Kit for New Parents, State Commission information, Commission Meetings,
and various Commission publications.

Figure 5—CCFC Home Page
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Kit For New Parents

Update sheet on Car Seat Safety for 2000 Parents Guide

Breaking News

Kit for New Parents Fact Sheet

School Readiness
Infarmation on the content of the Kit for Mew Parents. Also includes information on how to place an individual order for the Kit.

State Commission
e Kit for Mew Parents -Frequently Asked Questions
This may answer some of your guestions about the program and its processes

County Icﬂfmmisann

Step by Step Guide for Placing Orders & Customizin, ur Kit for Mew Parents
This document contains the instructions yau will need to pracess your arder and customize  your kits

Commission Meetings

P Kit for Mew Parents Information Form

The Infarmation Form will be used by CCFC for fulfillment and evaluation purposes. This form needs to be completed by the County Commission in
order to patticipate in the Kit for New Parents Initiative. Please provide as much information as possible. This form may be updated and
resubritted at any time. Fax this form to
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California Children and Farilies Commission

Attention: Kit for New Parents

501 J Street, Suite 530 =
Sacramento, CA 955814
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Parenting Info

Kit for New Parents Order Form
The ane time arder form places one time orders for kits with State Fulfilment Services. The form should be completed by the pravider ar County

Commission Staff and must be signature authorized by the County Commission or an assigned design
Web F.A.0]
Kit for New Parents Monthly Subscription Order Form
SITEMAP The Monthly Subscription Order Form places kit orders that will be filled continually on a monthly basis by State Fulfillment Services. he form
should be completed by the provider or County Commission Staff and must be signature authorized by the County Commission or an assigned
L | desinnes s
® Internet
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If the user wishes to return back to a previous page at any time, click on the | @ - button on
the browser. Clicking on the New Order link (Figure 6) will allow the user to choose between
two types of orders: One Time Orders and Monthly Subscriptions.

Figure 6—New Order
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Choosing the Kit For New Parents One Time Order Form will display a form for the user to fill
out (Figure 7). (NOTE: When navigating from field to field in the form, it is important to use
the “Tab” key. Using the “Enter” key may cause the user to “Submit” an order prematurely.)
The user must fill out the following fields before submitting the One Time request: Contact
Name, Address, City, State, Zip, Organization/Title, Receiving Name, Phone Number, and either
the number of English and Spanish kits or Mail-in Post Cards with number of packages
specified. Receiving Dept, Fax Number, Special Shipping Instructions, Other, and Kits Needed
By fields are optional. Should the user forget to fill out one of the required fields, an error
message will be displayed (Figure 8).
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<3 CCFC - Microsoft Internet Explorer,
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Welcome CALIFORNIA
Hew Order New Order
Change Order Request Type Of Order
Cancel Order Request
One Time Order
View Your Orders
Reports Please Ship Kits To
Change Password :
County: ALAMEDA, OrganizationiTitle: | Firsth
Feedback
- Contact Name: | Rick Ashel| Receiving Mame: | Jan Doe
Sign Off
Address: First Street Receiving Dept: ‘Warehouse #5
City Alameda Email: jan.doe{@firsts =
State CA Phone Murmber: 999-123-4567
s Zip 999499 Faux Mumber: 999-321-7654
Special Shipping Instructions
Cannot accept Kits on pallets Mo loading dock available Must have prior 24-hour naotice of shipment
Other : |Must be Shipped in Cartons
Quantities Requested
Hote: &l changesicancellations requests can only be implemented if kitz have not been shipped. OSP will notify you if
your order has already been shipped.
[Only to be uzed for special everts) )
Kits Needed By : 07/02/2003 (MM DDI YY)
Explanation of Date: | hbdedia Event
Select either One Time order or Mail-In Post Cards and enter Quantities required.
@ One Time Order
send 100 Englizh Kitz for this order.
send (200 Spanish Kitz for this order.
O Mail-in Post Cards
Send | Packages of Bilingual Mail-In Postcards. (100 Postcards per package)
If storage space for a monthly supply of kits is not available, postage paid Mail-in Bilingual Postcards, may be provided to
use. Kits shipped from postcard orders will be deducted from your county cap.
v
&] P Internet
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| CCEC - Microsoft Internet Explorer

File Edit ‘iew Favorites Tools  Help
A — i - =
- y ) . . " )
e Back d Iﬂ Iﬁ L lj ’- Search \3/\( Favarites @ Media e} =
Address @ http:f e, ccfearders, dgs.ca.govfOnetimeOrderForm, asp - Go | Links **
-~
T - [7ZFIRSTS
Welcome CALIFORNIA
Hew Order New Order
Change Order Request Type Of Order
Cancel Order Request
One Time Order
View Your Orders
Reports Please Ship Kits To
Change Password
County: ALAMEDA, Organization/Title:  |First§
Feedback
Cortact Mame: Rick Asbell Receiving Name: | Jan Doe
Sign Off
Address: First Street Receiving Degt:
City Email: =
State CA Phone: Murmker: 999-123-4567
s Zip 99994 Fac Mumber:
Special Shipping Instructions
Cannot accept Kits on palets Mo loading dock available hust have prior 24-hour notice of shipment
Other |Must he Shipped in Cartons
Cuantities Requested
Hote: &l changesicancelations requests can only be implemented if kits have not been shipped. OSP will natity you it
your order haz already been shipped
-~
Special Shipping Instructions M
Cannot accept Kits on palets Mo loading dock svailable Must herve prior 24-hour notice of shipmert
Cther |Must he Shipped in Carons
Ouantities Requested
Heote: Al changesicancelations requests can only be implemented if kits have not been shipped. OSP will notify you if
your order has alreacy been shipped.
(Only to be used for special events)
Witz Meeded By : [l (1] C.r )
Explanation of Dste: m Microsoft Internet Explorer, E\
} ou must enter a city name
Select either One Ti ! ¥ Br CGuantities required.
@ One Time Order
_— —
Send Spanish Kits for this order.
O Maik-In Post Cards
Send l:l Packages of Biingusl Mail-in Postoards. (100 Postcards per package)
If storage space for a monthly supply of kits is not available, postage paid Mail-In Bilingual Posteards, may be provided to
use. Kits shipped from postcard orders will be deducted from your county cap.
v
=9 -

Once the user has provided information for all the required fields, KOS will ask the user if the
order can be processed (Ok) or be double-checked (Cancel). Selecting Cancel will allow the user
to make modifications to the order before submission, if necessary (Figure 9).
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CCFC - Microsoft Internet Explorer
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Cancel
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Immediately after submitting an order, KOS will generate a confirmation number based on the
Year, Month, Day, Hour (Military time based on 24-hour clock), Minute, and Second the order
was submitted (Figure 10). For example, in Figure 10, the One Time Order with the confirmation
number 200351115855 was generated on May 11, 2003 at 3:08 and 55 seconds PM (See
example below for further explanation of confirmation number).

Example of Confirmation Number Format
Year Month Day Hours Minute Second
2003 5 11 15 8 55

Each confirmation number is a unique number that can be used to track, or modify/cancel kit
orders.

Figure 10—On-Line Notification of Confirmation Number
3 CCFC - Microsoft Internet Explorer = | = Ill
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Cancel Order Request

View Tour Orders Confirmation Mumber (200351115855
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Change Password
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Sign Off
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KOS will also generate an e-mail to the user with a detailed description of the order that was
placed (Figure 11). Information such as the Confirmation Number, Shipping Details, Special
Shipping Instructions, and Order Details will be provided in the e-mail notification.

Figure 1 1—E-Mail Notification of One Time Order

PR Gl
From: 03P Fulfillment Services [BM TP ffs-cofe-online@dgs ca gov]

To: tick asbell@dgs.cagov

Ce: Fulfillment Services

Subject: CCFC Online Kit Ordesing: New Order Information

Sent: 311403 3:08 PI Importance: Normal

A new Order has been placed, here are the order details
Type Of Order: One Time Order

Confirmation MNumber : 200351115855
Recuest Type - New Order

Recuest Time : 3:08:55 DI

Recuest Date : 5/11/2003

Shipping Details

County : ALAWEDA
Orgarization : First 5
Contact Mame : Rick Asbell
Address : First Street

City - Alameda

State (CA

Zip 99999

Phone ; 999-123-4567
Faz: 899-321-T654

Email : jan. doe@first5
Eeceiving Mame : Jan Doe
Receiving Dept : Warchouse #5

Special Shipping Instructions

Cannot accept Kits on pallets

No loading dock available

Must be Shipped in Cartons

Order Details

Send 100 English Eits for this order

Send 200 Spamsh Eits for this order

For any Questions, contact OSP Fulfiliment Services, Customer service at 1-866-634-3453(Toll Free)
Please click on the hyperlink below to logen to the system

httpoffwrwrw. cofcorders. dgs ca gowlogin asp

Thanks
OEP Fulfiliment Services

== —
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Choosing the Kit For New Parents Monthly Order Form will display a form for the user to fill
out (Figure 12). As with the One Time Order Form, the user must fill out the following fields
before submitting the request: Contact Name, Address, City, State, Zip, Organization/Title,
Receiving Name, Phone Number, and the number of English and/or Spanish kits to be ordered
for a given month. Receiving Dept, Fax Number, Special Shipping Instructions, and Other fields
are optional. Should the user forget to fill out one of the required fields, an error message will be
displayed (Figure 8). Also, a confirmation number will be generated, and an e-mail verifying the
order will be sent to the user.

Figure 12—Monthly Subscription Form

2l CCFC - Microsoft Internet Explorer,
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Address

CCFC Home Page
Welcome CALIFORNIA

Hew Order
Change Order Request Type Of Order
Cancel Order Request

Monthly Subscription Order
View Your Orders

Reports Please Ship Kits To
Change Password -
County: ALAMEDA, OrganizationTitle: | First B
Feedback
Contact Mame: Rick Asbell Receiving Name: | Jan Doe
Sign Off
Agddress: First Streat Receiving Degt: Warehouse #5
City Alameda Emmail jan.doei@firsts

State o7} Phone Murmber: 999-123-4567
s Zip 99959 Faix Mumber: 999-321-7654

Special Shipping Instructions
Cannot accept Kits on palets Mo loading dock svailable Must herve prior 24-hour notice of shipmert

Cther |Must he Shipped in Carons

Quantities Requested

Subseription Order - Subscription term: July 1, 2002 - Jun 30, 2003,

Crrler Time Frames:

|. Monthly orders are shipped between the 1st and 15th of every month.

2. All orders must be received before the 15th of each month, and will be processed for the following
month.

i. Ch andior llati to existing orders need to be received before the 15th of each month in
order to azsure changes are implemerted before the next morth's subscription order is shipped. If you wizh to make
a change andfor cancelstion to your order, you must complete and submit & ChangeiCancellation form and the
complete appropriste informstion.

Please indicate how many kits are needed for each month:

Kits | Jul-02 Aug-02 Sept-02| Oct-02 Hov-02 |Dec-02 Jan-03 Feb-03 Mar-03 Apr-03 May-03 Jun-03
English
- S T B B T S R A S

Spanish

Wits i, NiA NiA NI, NiA NiA NI, NiA i, NI, S 100

Total English Kits: 200

Total Spanish Kits: 100

Total K'rts:

@ Done ' Inkernet
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Once an order has been submitted, the user has the opportunity to change or cancel an order.
(NOTE: Orders that have already been shipped can not be changed or cancelled.) The user will
need to reference the confirmation number to make either a change or cancellation to an order.
To change an order, select the Change Order Request link. The page that is displayed will show
orders for the user’s county (Figure 13). The user will select the appropriate Confirmation
Number on the page to initiate the change.

Figure 13—Change Order Request
/43 CCFC - Microsoft Internet Explorer
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Beports Cornfirmation o Type Of Order

Ordered Updated
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Change Password 200351115855 One Titne Order 51172003
Feedback

Sign Off
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The Change Order Request page is displayed (Figure 14), once the Confirmation Number link is
selected, allowing the user to modify the original order request. (NOTE: After the request is
generated, KOS must fully process the order for the request to be implemented.) Any field can be
changed, but the required fields must still be filled out.

Figure 14--Change Order Request

3 CCFC - Microsoft Internet Explorer = 1'
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Hew Order Change Order Request
Change Order Request Order Confirmation HO : 200351275120
Cancel Order Request
Type Of Order
View Your Orders
Reports One-Time Order
Change Password
Feedback

Sign Off County: ALAMEDA, Crganization/Title: IFIrStE—
Contact Mame: IW Receiving Name: W

Address: W Receiving Degt: W —
@s City W Emsit Ijandoe@ﬁT
State ICA— Phone Mumber: W
Iip ISSS%— Fax Mumber: IW

Special Shipping Instructions
W Cannot sccept Kits on pallets [ Mo loading dock aveilable [ Must have prior 24-hour notice of shipmert

Please Ship Kits To

Cther IMust he Shipped in Carons

Quantities Requested

Hote: Al changesicancelstions requests can only he implemented if kits have not been shipped. OSP will notify you if
your order haz already been shipped.

(Only to be used for special events)

Kits Meeded By : IFIEIEEIUS (MM £ DDV YY)

Explanation of Date: IMedia Ewent

Select either One Time order or Mail-In Post Cards and enter Quantities required.
¥ One Time Order

Seng |100 Englizh Kitz for this arder

Send Spanish Kits for this order.

' Mail-In Post Cards

Send Packages of Biingual Mail-in Postcards. (100 Postcards per package)

If storage space for & monthly supply of kits is not available, postage peid Mail-in Bilingual Postoards, may be provided to
use. Kits shipped from postcard orders will be deducted from your county cap.

| con't need Spanish Kits ;I
Upidste Comments :

Update |
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Once the Change Order Request has been submitted, the user will receive an on-line confirmation that
the request has been sent to OSP Fulfillment Services (Figure 15). (NOTE: The original Confirmation
Number will be referenced in the on-line confirmation.)

e Request

Fi
/43 CCFC - Microsoft Internet Explorer
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Address I@ C:iDocumnents and SettingsirasbelllDeskkophCCRC confirmation of changed order_website, htm
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New Order

Tour Bequest for Change Order "One Time Order - Confirmation Mumber : 200351115855 "
Change Order Request has been sent to OSP Fulfiliment Setvices | a copy of the order details will be emailed to you

Cancel Order Request
Wiew Your Orders
Reports

Change Password
Feedback

Sign Off
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In addition to the on-line confirmation, the user will also receive an e-mail from OSP Fulfillment
Services verifying that the order has been changed per the user’s request (Figure 16).

Figure 16—E-Mail Notification of Change Order Request
™ CCFC Online Kit Ordering: Change Order Request - Message (HTML) - | =) |1|

File Edit Wiew Insert Format Tools Actions Help |

79 Reply |@Replyto.¢\|_| | W Forward | = | A d ||:5' * | “* - W - ﬁ @|

From: O5P Fulfillment Services [ffs-ccfe-online@dgs ca.gov] Sent: Mon 5/12/2003 10:21 AM
To: tick, asbell@dgs.ca.gov
e Fulfilment Services

Subject:  CCFC Online Kit Ordering: Change Order Request

The Order with Confirmation Number: 200351115855 is requested for change, here are the changed order details

Type Of Order: One Time Order

Confirmation Mumber : 200351115855
Recuest Type : Change Order

Eequest Time - 10:21:16 AN

Eequest Date : 5/12/2003

Shipping Details

County : ALAMWEDA
Organization : First 5
Contact Nate : Rick Ashbell
Address : First Street

City Alameda

State :CA

Zip BRR99

Phone : 899-123-4567
Famx: 999-321-7654

Emmail : jan. doe@firstd
Eeceiving Matne : Jan Doe
Recewing Dept : Warchouse #5

Special Shipping Instructions

Cannot accept Eits on pallets

Mo loading dock available

Must have prier 24-hour notice of shipraent
Other Details:hust be Shipped in Cartons

Order Details
Eits Needed By 7//2/2003
Ezxplanation Update Iedia Event -

Send : 100 English Eits with this Order

Commtments : I don"t need Sparsh Kits.

For any Questions, contact OSP Fulfilment Services, Customer service at 1-866-634-3458(Toll Free)
Please click on the hyperlink below to logon to the system

www.ccfoorders. des cagov

Thanks
OFP Fulfiliment Services L
[&) pone [ | =y computer —
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To cancel an order, select the Cancel Order Request link (Figure 17). From the displayed orders,
select the confirmation number to be cancelled. Other information that is displayed on this page
is the original order and updated dates.

Figure 17—Cancel Order Request

3 CCFC - Microsoft Internet Explorer
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Cancel Order Reauest  Please click on the Confirmation Mo to send a recuest for cancel order
View TVour Orders

Ordered Updated
Drate Drate
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Once the user has selected which order to cancel, a page displaying the details of the order is

shown (Figure 18). For the user to finalize this request, the user must click on the Cancel button
in the lower left of the form. (NOTE: If the order has been shipped before the cancellation
request has been processed by OSP Fulfillment Services, the order can not be cancelled.)

Figure 18—Cancel Order Request

/3 CCFC - Microsoft Internet Explorer

File

Edit  View

Favarites  Tools

Help

q=Back - = - @) 72} | Qsearch [elFavortes EiMedia % | BN~ S 07 -

Welcome to

 Californiatd

CCFC Home Page

Welcome
Mew Order
Change Order Request

Cancel Order Request
Wiew Tour Orders

Eeports

Change Password
Feedback

Sign Off

{6S

CCFC

Address I@ Ci\Docurments and Settingsirasbell\DesktopyCCFC cancel of order web with details.htm

HOLLYWaO D

[JFIRST5

Order Confirmation IC : 200351115855

Type Of Order
One-Time Order

Please Ship Kits To

County ATAWEDA
g:;:m Rick Asbell
Address: First Street
City Alameda
State Ch

Zip 99999

Quantities Requested

Kits Needed 2349003
By

Ezxplanation of Media Event
Date:

One Tine Order
Spansh Kits: 100

Orpanization/Title:
Recefving

INatne:

Eecefving

Dept:

Email

Phone

Number:

Fazx Number:

First 5
Jan Doe

“Warehouse #5
jan. doe@firstS
9959-123-4567
999-321-7654

Tpdate 2l
Comtnents | El
Cancel |
[&] l_ l_ l_ |4 Tnternet —

Page 16



After the cancellation request is submitted, the user will receive an on-line notification that the
cancellation request has been received (Figure 19).

Figure 19—On-Line Notification of Cancellation of Order
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Your Request for cancellation of the "One Time Order -Confirmation Number 200351115855 "
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s HOLEYWODD

CCFC Home Page

TWelcome
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Cancel Order Request
View TVour Orders
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Change Password
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As verification that the order cancellation request has been received, processed, and finalized,
OSP Fulfillment Services will respond with an e-mail stating that the order has been cancelled
(Figure 20).

Figure 20—E-Mail Notification of Cancelled Order

From: Respers, Michele

Sent: Monday, May 12, 2003 1:40 P

To: "OSP Fulfilliment Services'; Ashell Rick

Suhject: RE: FROCESSED 5-9-03-MREESPERS-CCFC Online Kit Ordering: Cancel Order Request

THE FOLLOWING ORDER HAS BEEN CANCELLED AND WILL MOT BE SHIFFED.

From: O5F Fulfillment Services [mailto:ffs-cofe-online@dgs. ca.gov]

Sent: Monday, May 12, 2003 1226 PII

To: rick. ashelli@dgs. ca.gov

Ce: Fulfillment Services

Subject: PROCESZED 5-0-03-MREZPERS-CCFC Online Kit Ordering: Cancel Order Request

The Order with Confirmation Number: 200351115855 is requested for llation, here are the order details

Type Of Order: One Time Order

Confirmation Number : 200351115855
Reruest Type - Cancel Order
Fequest Time : 12:26:20 P
Recuest Date : 5/12/2003

Shipping Details

County - ALAWEDA
COrganization : First 5
Contact Matne : Rick Asbell
Address : First Street

City - Alameda

State CA

Zip 199939

Phone : 999-123-4567

Fax: 999-321-7654

Ernail : jan. doei@firsts
Eeceiving Mame : Jan Doe
Recewing Dept - Warehouse #5

Special Shipping Instructions

Cannot accept Kits on pallets|

No loading dock avaiable

Ivlust have prior 24-hour notice of shipment
Other Details hust be Shipped in Cartons

Order Details

Kits Needed By 7/2/2003
Ezplanation Update:Idedia Event
Spanish Kits : 100

For any Questions, contact OSP Fulfiliment Services, Customer service at 1-866-634-3458(Toll Free)
Please click on the hyperlink below to logon to the system

www.coicorders des.ca gov

Thanks
OEP Fulfiliment Services

L |
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Selecting View Your Orders (Figure 21) will provide the user with a history of orders for the
county.

Figure 21—Viewing you Orders

/43 CCFC - Microsoft Internet Explorer
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By selecting the a confirmation number, the user will be able to view an order’s details (Figure
22)

Figure 22—Viewing Order Details
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Sign Off e . .
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State Ch Phone 999-123-4567
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By:
Ezplanation of Media Event
Date
Spanish Kits: 100
@ R T

Page 20



Selecting the Reports will provide reports that are specific to your county (Figure 23). The
county report will provide critical information such as the County’s CAP (Kit Allocation) and
number of kits shipped for the county.

Figure 23—County Reports

/3 CCFC - Microsoft Internet Explorer
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To change the user’s password, select the Change Password link (Figure 24).

Figure 24—Changing Password
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Once the user has entered the New Password and re-entered the new password in the Verify
Password field, the user will then submit the request. An on-line notification of the password change
will displayed after KOS has processed the request (Figure 25).

Figure 25—Notification of Password Change
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The Feedback will provide the user with the ability to make any comments and/or
recommendations to the KOS (Figure 26).

Figure 26--Feedback
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Selecting the Sign Off link will log the user off of the system.

For technical assistance regarding the information contained in this User’s Guide, please contact
Rick Asbell at (916) 322-1018 or at rick.asbell@dgs.ca.gov. For order information, please
contact Michele Respers at (916) 323-4486 or michele.respers@dgs.ca.gov.
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